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Page 1 of 6

Agency Kent County Division/Unit Budget and Accounting

Item
No Description Retention

Basement Office
Correspondence

Memo's, correspondence, survey data, bond reports,
budget data, employee benefits, insurance certificates, 911
information, bank statements, handwritten notes, contracts
and agreements, bidders list, facilities studies, grants, revenue
information, financial statements, time sheets, request for
journal entry forms, petty cash reports, per diem reports,
payroll reports, health insurance reports, tax information,
invoice copies, resolutions, check copies, etc.

Governmental financial systems
Computer printouts consisting of - expenditure budget

worksheet, schedule of budget workshops

Governmental financial systems
Consists of - account activity, balance sheets, history

change report, financial worksheets, etc.

Eren's Files
Miscellaneous budget files

Correspondence, budget hearing outlines, summaries of
operating budget, estimate revenues, notes for budget
hearings, department budget requests, etc.

Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Approved by Department, Agency, or Division Representative.

Date June 1. 1998

Signature

Type Name Charles D. MacLeod

County Administrator
Title

Schedule Authorized by State Archivist.

Date .MINI A 1QQA

Signature

DGS 550-1 (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
IRECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

5

6

7

8

9

10

11

(Continuation Sheet)

Description

Governmental financial systems
Computer printouts - consisting of- schedule of bills,

check register, account activity, disbursement journals
(feature distributions benefit), disbursement edit listing,
receipts journal, cash trial balance, balance sheet,
expenditures guidelines

Telephone bills(paid)
Telephone bills with detail records

Special payroll reports
Consists of copies of checks issued, payroll checklist,

handwritten work sheets, payroll register, copy of voided
checks, etc.

Audits - year end reports
Accountants report, financial statements and

supplemental information, reports by year.

Audits - year end reports - work papers
Work papers and correspondence - these records are

maintained with the audit reports by year.

Paid Vouchers (Treasurer's copy)
Copies of accounts payable checks with attached

commissioners' payment form - includes notes, travel and
expense forms, receipts, copies of invoices, billing,
worksheets, etc.

Proposed Budget
Bound books of proposed budget, book includes -

budget data, estimated receipts, and expenditure requests,
correspondence, etc.

Schedule No. s\ >-57~S?JZ
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Retention

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Permanent - one copy of each
years report, send to the
Maryland State Archives.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 5 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

DGS550-lA(Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
]RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

12

13

14

15

16

17

(Continuation Sheet)

Description

Adopted budget
Bound book of adopted budget, book includes -

organization, estimated receipts, expenditure request, back-
up data, construction fund, etc.

Financial Statements
Copies of yearly financial statements prepared by an

independent audit firm

Financial reports - reference
Various financial reports from other counties and the

state of Maryland - reference material

Payroll registers
Computer printouts of bi-weekly payroll information

Includes but is not limited to the following:
Payroll register
Payroll check transmittal form (computer generated)
Payroll reconciliation to general ledger
Payroll journal interface
Payroll worksheet, automatic pay

Payroll
Check copies

Copies of payroll checks issued, showing gross pay,
deductions and net pay

Payroll
Payroll/employee data

Computer printouts - showing employee name, ss#,
hourly rate, hire date, date of birth, pay data, tax data and
deductions

Schedule No. /*> -*5fo /z—

Page 3 of 6

Retention

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain permanent, transfer
periodically to the Maryland
State Archives.

Retain until updated or
superseded, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

DGS550-1A (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
1IECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

18

19

20

21

22

23

(Continuation Sheet)

Description

Payroll
Labor distribution (computer printouts)

Bi-weekly printout showing labor distribution by general
ledger number, lists - general ledger #, name, gross pay,
total debits and total credits, includes but it not limited to
the following:

Labor and benefits distribution
Disbursement edit list
Disbursement processing
Disbursement j ournal
Disbursement authorization

Payroll
Payroll validations

Bi-weekly computer printouts listing employees by
department, hours worked, earnings, withholdings,
deductions and benefits, validation report.

Payroll
Feature distribution deductions

Computer printout listing - deduction, amount for,
current, MTD, QTD, YTD, and FTD

Payroll
W-2 listing

Computer printout, listing 1985 W-2's

Payroll
Check Register

Computer printout, listing - check #, amount, employee,
employee # and check sequence.

Payroll
Year end report payroll

Computer printout listing - department, employee name,
earnings, address

Schedule No. x\ -^?"<7^r
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Retention

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy

Same as item #20

Same as item #20

Same as item #20

DGS550-1A (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
IRECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item
No.

24

25

26

27

(Continuation Sheet)

Description

Budget Books
Department or program summary of budget estimates for

fiscal year. Lists - program, description, performance units,
budget requested and budget approved.

Miscellaneous accounting records
Federal withholding information, state tax reports, state

stars reports, levies, treasurers reports, MD retirement data,
includes but is not limited to the following:

General fund journal
General fund journal (Master List)
Revenue fund journal
Check authorization and adjustments
Revenue guidelines
Revenue status & history report
Monthly hospital inpatient reports
Appropriation status & history report
General fund account status & history report
One line budget report
Month end payroll journal
Appropriation transaction journal
Liquidation & expense journal

Accounting files by subject matter
Correspondence, copies of checks from the state of

Maryland audit reports, community work programs,
revenue sharing travel policy, financial reports, land
preservation and zoning reports.

Correspondence
Miscellaneous correspondence to the County

Commissioners from Maryland State agencies, county
departments, and correspondence from associations and
private citizens to various county departments

Schedule No. s\ <:7~^2 '^T
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Retention

Retain for 3 years and until all
audit requirements have been
fulfilled, then destroy.

Same as item #24

Refers to items #26-27
Screen annually. Destroy
material having no further
administrative, fiscal, legal, or
operational value. Retain
permanently any material
mandated by statute or that
serves to document the origin,
development, functions, and
accomplishments of the agency.
Transfer periodically to the
Maryland State Archives.

DGS550-1A (Rev. 10/92)



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page 6 of 6

Item
No. Description Retention

28

29

Cash receipts
Numbered receipts with County Commissioners'

revenue form, adding machine tapes, copy of check,
invoices, correspondence

Estimated revenue reports
Copies of estimated revenue reports signed by the

President and Members of the Commissioners.

Retain for 5 years and until all
audit requirements have been
fulfilled, then destroy.

Retain for 3 years and after all
audit requirements have been
fulfilled, then destroy.

DGS 550-1A (Rev. 10/92)










































































































